wCuitly WSl Wit Kronos

: -qullLy

TIMEKEEPERS § paNAGERS




Table of Contents

OVERVIEW OF KRONOS ISERIES MANAGER ........ooiiiiiiiiie it 3
LOGGING INTO KRONOS. ... .ctiiiiiieiiie ittt sa st esne e e sn e e sneesann e e snneeennee s 4
TIME LIMIT oottt etttk e skt e st e st e e s e R e e bt e s e e e s R et e snn e e e nne e e nneesnneeennneena 5
CHANGING YOUR PASSWORD.......cciitiiiiiieiiieiiee ettt snne e nnne e 6
UNDERSTANDING THE DISPLAY ...ttt ettt asbe e e e 7
GENIE VIEWS ...ttt ettt h bt e e ekt e e e h bt e e ekt et e e e anb et e e e sbe e e e e nabn e e e anenas 8
HOUIS SUMMAIY VIBW ...ttt ettt ettt e st e e st e e e e st e e e e snbee e e e snbreeeeanes 8
Accruals View LISt (All STAFT) ....veeeeiieeeee e 9
Accruals View Detail (DY @MPIOYEE) .....ouviiiiiiiiiie et 10
GENIE VIEW FUNGCTIONS ...ttt ettt e et e e e st e e e e abr e e e e anbreeeeaaes 11
HOMIE et 11
Time Editor FUNCHON ENTIES......uiiiiiiei ettt e e e e e s et ee e e e e e s e ennnes 12
TIME RECORDS ...ttt ekttt s bttt e s bbbt e s bbbt e e s bbe e e e s nbbeeesnnneee s 14
Viewing & Verifying an Employee’s Time ReCOrds .........cccooiiiiiiiiiiiiiiiiiic e 14
Viewing Time ReCOrd COMMENLES .......cciiiiiiiiiiiiee ittt et e et e et e e e st e e e e sbbeeeesbneeeeanes 15
Adding an Employee TimMe RECOM .....c.couuiiiiiiiiiiiiiieee ettt e e e e 17
Editing an Employee’s Pay Code(s) and/or HOUIS ..........ccueiiiiiiiiiiiiiie e 21
Coding Overtime to be Paid or COMP TIME......viiiiiiiiiieieieieeeeeeeveeeeeeeeeeeeeeeeeeeseeareseresereeererararereee 23
Inserting or Deleting a PUNCh...........oo 25
Deleting @ TIMe RECOI ......ccooiiieeeeeee e, 27
Approving TIMe RECOIAS ..o 29
Changing Approved TiMeE RECOINUS..........uuiiiiieiiieeieeeeeeeeeeeeeeeeeeeeeeeeeeeeaeseeeaeeesseseeesererererererararrrree 30
HISTORY & REPORTS ...ttt ettt et e et e e e aib et e e e enb e e e e nnbe e e e e nneas 31
Creating & PrintiNg REPOIS .....coiuiiiiiiiiii ittt et e e e 31
Printing @ PUNCH DEtail REPOIT......ccoiuiiiiiiiiiii ettt 32
Printing @ TIMECAId REPOIT .......uuiiieiiiiie ittt ettt e e s et e e s annneee s 36
REPOMS QUEBUE ....cee ettt ettt e e s e e e e e e s e e e e e s e s e e b e e e e e e e e e aarern e e e e e e e s 38
EXITING KRONOS ...ttt ettt et e e e et e e e a b et e e e i bt e e e abe e e e e anbe e e e eaneas 39



Overview of Kronos

Overview of Kronos iSeries Manager

Kronos iSeries Manager is a web-based application that allows you to effectively
and easily manage your employee’s time records in a “one-click” environment.
You will be able to review, edit, and approve employee time records as well as
create, view and print reports. Additionally, you will be able to easily see current
accrual information on your employees. Your payroll contact will also be able to
review, edit, reject and approve the records.

This document provides you with features and most common tasks you will use
with the Manager Module. The provided instructions may apply more to you as a
timekeepers or a manager. If a timekeeper is not present at your facility, then
you as a manager will make most of the edits. In facilities where timekeepers are
present the timekeeper will make most of the timecard edits and the managers
will only need to refer to page 26 for the approval steps.

A separate set of instructions are available on how to enter holiday pay codes and
edit hours. Please refer to the Kronos website Facility Training Materials page, or
contact your payroll representative for assistance.

The options and features available to you depend on what has been selected by
your management and system administrator. The display is customized according
to DHHS business needs, attendance policies and your access profiles.



Kronos Logon

Logging Into Kronos

1. Starting Kronos is as simple opening a browser window, and locating Kronos
under your Favorites > DHHS Links.

Favorites Feeds History
a Benefits
a Kronos

If you are not in your office, you can access Kronos from any computer with
internet access by typing the following web address: www.dhhs.ne.gov/kronos.

Result: The DHHS Kronos home page will display. The main body of the
Kronos home page will give you important messages and tips and tricks.
There are also links under the Useful Documents section to the training
manual and other reference materials.

2. Select Facility Manager Login.

3. Enter your User ID (this will be your employee ID number — please contact HR
if you do not know this number).

| File Edit View Favorites Tools Help |

Kronos iSeries Central - Web Access® i ;001

Change Company 1D}

LOG ON

User-1D
123456

Password

o If this is your first time logging on, leave the password field blank.
You will be prompted to choose a password the first time you login.

o If this is not your first time logging on, enter your previously
selected password.

4. Click the Blue Sign In Icon (or press Enter on your keyboard).

Result: The Hours Summary Genie View is displayed.



Kronos Logon

Time Limit

Once you have signed on, the system monitors your session for activity. If after
30 minutes, Kronos detects no activity, such as saving data or navigating to
another program, the system logs you off automatically. After this "time out," the
system will return you to the logon screen when you next attempt an operation.
You will lose any unsaved data.



Kronos Logon

Changing Your Password

You can change your password at any time by clicking the My Profile link in the
top right-hand corner of your Kronos screen, then select Change Password.

When the Change Password dialog box opens, your user ID appears
automatically.

To change your password:

1. Enter your current password.

2. Enter your new password in the New Password field. The new password
must meet the following requirements:

®)
®)
@)

Must be between eight (8) and ten (10) characters
Must not repeat any character sequentially more than two (2) times
Must contain at least three (3) of the following four:

= At least one (1) uppercase character

= At least one (1) lowercase character

= At least one (1) numeric character

= At least one (1) symbol. Acceptable symbols are #, $,

underscore (_), @

Must change at least every 90 days
Cannot repeat any of the passwords used during the previous 365
days

3. Confirm your new password in the Verify New Password field.
4. Click Change.

Result: Your New Password has been set.

User-ID AAMGRTEST
Password last changed 4/02M3

Current Password
New Password

Verify New Password




View Function Entries

Understanding the Display

The Kronos window consists of three sections.

e Kronos system options — in the upper right-hand of the page
» Navigation bar - across the top of the page
e Workspace - main area in which all tasks are performed

Timecard | Accruals | View Jobs

The Kronos system options contain:
a LOG OFF option
Home to return to the main menu from any screen
My Profile to change password and other defaults

system Help menu \

Genies Genie HOURS SUMMARY Sho TEST -
Position to I:l m Time Peod Current Pay Period
Actions  Timecard + Accruals v  Group Edit +  Previous  Next
TOTAL
00 BASE PAID OVERTIME/ REGU
HOURS LEAVE UNPAID HOL SHIFT DIFF LAR MISSING AUTOMATIC APPROVAL
Name Employee # WORKER HOURS HOURS \WORKED JON CALL HOURS PUNCH CLOCK OUT LEVEL
BUNNY, BUGS 1111 64.00 16.00 00 3.00 00 80.00 0
DEVIL, TASMANIAN 13 80.00 16.00 00 .00 46.00 §8.00 2
DUCK. DAFFY 14 00 .00 00 00 .00 0
Navigation Bar
Workspace

Within the workspace is information that contains:

Name of the Genie (customized view) you are viewing
List of your staff and the break down of their hours (base vs. leave)
Action items available on your current page
System messages, such as error messages or approval notices

The workspace also includes such controls as drop-down lists, buttons, and cells
for entering information.




View Function Entries

Genie Views

Genies are customized views that have been created for the most common views
you would use in Kronos. All these views are sorted alphabetically by default.
However, these sort options can be changed on each of the genie views by
simply clicking on a column heading. The view will change based on the heading
you selected.

Hours Summary View

The Hours Summary View displays by default for managers. This view displays a
list of all staff you have access to based on your Security Profile. This list is
alphabetical.

If a supervisor/manager is going to be assigned to temporarily supervise a group
of staff (example: position vacancy, extended medical leave, etc.), HR will give
the manager access to the employees they need to temporarily approve time for.
The assignment will need to be a lateral position or higher.

The approval process for staff time records will typically be done from this view.

Genies

HOURS SUMMARY Show TEST -

ﬂ Time Period  Current Pay Period

Genie
Pasition to

Actions » Timecard v Accruals v GroupEdit +  Previous  Next

TOTAL

REGU
SHIFT DIFF LAR
ION CALL HOURS

AUTOMATIC
MISSING CLOCK
PUNCH ouT

OVERTIME!
UNPAID HOL
HOURS WORKED

BASE
HOURS
WORKER

PAID LEAVE

Name Employee # HOURS

BUNNY, BUGS
DEVIL, TASMANIAN 13

80.00
88.00

16.00 00 3.00 00
16.00 .00 .00 46.00

11111 64.00

80.00

DUCK, DAFFY 14 00 .00 .00 .00 00 00

Name: Shows the name of the employee the detail on the line applies to.
Employee Number: Shows the employee ID number.

Base Hours Worked: Shows the number of base hours worked by the
employee in this pay period.

Paid Leave Hours: Shows the number of paid leave hours taken by the
employee in this pay period such as vacation, sick, comp time,
bereavement, etc.

Unpaid Hours: Shows the number of unpaid leave hours the employee
is taking in this pay period such as UNP or FML.

Overtime/Holiday Worked: Shows the total number of
overtime/holiday hours worked by the employee in this pay period that
are being paid at time and one-half.

APPROVAL




View Function Entries

Shift Diff/On Call: Shows the number of shift differential/on call hours
worked by the employee in this pay period.

Total Regular Hours: Shows the total number of base hours worked,
paid leave hours and unpaid leave hours. THIS TOTAL SHOULD BE AT
LEAST 80 HOURS for full-time employees.

Approval Level: Shows the level of approval for the time record(s).
Approvals range from 0 (unapproved) to 4 (final HR approval).

Accruals View List (all staff)

This view displays a list of staff and their available accrual balances for sick

leave, vacation leave and comp time. These are available balances and do not
include time earned during the current pay period - (Carried Forward + Hours
Eligible - Hours Taken = Available Balance).

Supervisors/managers should be checking accruals to make sure staff has an
adequate balance before approving leave requests.

1. Select My Views > Accruals from the Navigation bar.

Timecard | Accruals | V

Genies

ACCRUALS

HOURS SUMMARY

UMMARY

Position to ﬂ Time Period

Show

Actions =  Timecard «

Accruals -

Group Edit « Previous

Next

MName

1/

BASE
HOURS

Employee # WORKER

PAID LEAVE
HOURS

BUNNY, BUGS

1111 64.00

16.00

Result: A list of staff and their available balances will display

Genies

Genie

ACCRUALS

Position t0|:| E] Time Period Current Pay Period

Show

TEST

Actions - Timecard - Accruals = Group Edit - Previous Hext
' EMPLOYEE
Mame MUMBER VACATION SICK LEAVE COMP TIME
BUNNY, BUGS 11111 25.00 1.85 .00
DEVIL, TASMANIAMN 13 3445 3415 .00
DUCK, DAFFY 14 296 2.96 .00




View Function Entries

Accruals View Detail (by employee)

The details of each employee’s accrued leave such as the amount carried
forward, eligible amount accrued and the hours taken for each pay period can
also be viewed using the following instruction.

1. From the Accruals or Hours Summary View, select the employee you want
to view details for. (This example is from the Accruals View).

2. Click on the employee’s name to highlight their row, then click Accruals, or
go to Accruals > Employee Accruals.

Timecarclll Accruals ||\.-'ie\'.rJobs

Genies Genie ACCRUALS Show TEST -
Position t m Time Period Current Pay Period

Actions Timecard = Accruals « Group Edit + Previous Next

Employee Accruals

Name VACATION SICK LEAVE COMP TIME
Calendar
BUNNY, BUGS — 111 25.00 1.85 00
DEVIL, TASMAMIAN 13 34.46 3415 00
DUCK, DAFFY 14 296 296 00

Result: Details of accruals earned and taken will appear. Each type of
leave (SICK, VAC & COMP) will appear on a separate line. This is the same
information that the employees see in their Accruals View.

Note: The header will include such information as Hire Date, Supervisor,
Job Code, etc.

Accrual Balances Maintenance Show balances as of [9111/13 IEl nameaiDBadge DUCK, DAFFY 14714
Return Select = Actions = Show calendar New Previous Hext
Hire date 70T Pay type H Bus Unit: 25790115 IVRProfile: EMFPLOYEE
Seniority Date 0/00/00 Sec Bus Un: 5123456789 Subsidiary: 166 Bargaining: |
Status 0 Supenvisor 113253 Job Code: 175112

Pay Accrual Accrued Carried Accrued Hours Remaining Balance

Code Code Ineligible Forward Eligible Taken Balance As Of Tier
COMP COMP 00 00 8.00 .00 8.00 91113 1
SICK SICK 00 .00 37.00 .00 37.00 91113 2
VAC VACT 00 0o 25.00 .00 25.00 91113 3

3. Selecting Return will return you to the A/l Staff Accruals view (or) the
Hours Summary view depending on where you started from. NOTE: Do
not use the internet explorer back button to navigate in Kronos as it will
cause errors. Always use the Return button to navigate.

10




View Function Entries

Genie View Functions

These functions will display on each of the three genie views — Hours Summary
View, Accruals View List and Accruals View Detail.

KRONOS

MY VIEWS ™ REPORTS ™

Timecard | Accruals | View Jobs

Genies Genie HOURS SUMMARY Show TEST -

Position to|:| Time Period Current Pay Period

Actions + Timecard » Accruals =  Group Edit Previous Hext
BASE
14 HOURS PAID LEAVE UMNPAID LY
Name Employee # WORKED HOURS HOURS
BUNNY, BUGS 100423 50.00 24.00 oo
DEVIL, TASMANIAN 321 32.00 00 00
DUCK, DAFFY 123 32.00 8.00 .00
My Views
Provides option to alternate between the Accruals ACCRUALS
or Hours Summary Genie view. HOURS SUMMARY
Reports

Allows you to run a Punch Detail or Timecard
report on an employee or a group of
employees.

Timekeeping » Funch Detsil
OURS SUMMARY Timecards

Timecard — Accruals — View Jobs
Once an employee is highlighted on a

genie, the Timecard and Accruals options Timecard | Accruals | View Jobs

will take you directly to that employee’s
timecard or accruals. Click on View Jobs to

be taken to the queue to view any reports you've run.

Home

By clicking Home from any screen you will return to
your main Genie view. This is a helpful navigational | Eels ReEs B8 2 laly 1=
tool that can be used in place of the back button.

11



View Function Entries

Time Editor Function Entries

These functions allow you to perform necessary tasks related to reviewing and

approving your employee(s) time card(s).

Timecard Name & ID/Badge BUNNY,BUGS 11111/11111
Position to date :_ﬂ E] Time Period 121911 0:00-1/01112 23:59
Return Select = Actions - Hew View = Punch « Options 'I
Actual Actual Actual Scheduled Approval
Day In Date In Time OutTime | Punch Hours Pay Code Shift Code Shift Hours Hours Level Notes Labor Levels
ﬁ Monday 121811 6:30 15:00 8.00 1 8.00 0 A 25050006 .
ﬁ Tuesday 12120M1 6:30 15:00 8.00 1 2.00 0 A 25050006 .
E Wednesday 1212111 6:30 18:00 11.00 1 11.00 0 AG 25050006 .
m Thursday 12122111 0:00 8.00 VAC 1 8.00 0 25050006.
ﬁ Friday 1212311 0:00 8.00 VAC 1 8.00 0 25050006 .
Return
Returns you to the previous screen.
Select
. . o Select -
Provides options to Select All (highlight) records for bulk -
operations such as approving or deleting or Clear All records. Selectall
Clear all
Actions
Provides options to Edit time records, Delete an entire time e
record, Breakdown is used to see behind the scenes pay Eait
codes such as overtime or shift differential on an individual Delete
time record, Exceptions allows you to see any timecard errors Breakdown
to correct, and Approve time records once you have verified Exceptions
the accuracy of the record. Approve
View
Close T!mecard/O_pen Tlmeca_rd toggles the dl_splay. View v Punch = Opt
Close Timecard disables the timecard for making C
changes. Open Timecard enables the timecard for Open timecard
editing. Show Rounded Time/Actual Time (only for Show rounded time
employees who clock in/out) toggles the display Hide/Show Comments

between the rounded punch times and the actual

punch times. If an employee clocks in at 8:07 and out at 11:53 the Actual
Time view shows these exact times. The show rounded time will change
the clock time to 8:00 and 12:00 However, managers will still be able to
see the employee clocked in 7 minutes late and left 7 minutes early.
Hide/Show Comments toggles the display between showing comments

directly on the timecard and hiding them.

12



View Function Entries

Punch

Insert Punch adds a single In, Out, or Transfer punch and
re-aligns punches that follow (only for managers who have
employees clocking in and out). Delete Punch deletes a
single punch and realigns any punches that follow (only
for managers who have employees clocking in and out).

Punch = Option

Insert punch
Delete punch

Options
Audit Trail tracks every change made on the employee’s

time card. It will display who made the change, what the |Options +
change was and when it was made (date/time). Hours
Summary displays a report based on labor levels/pay
codes/hours. Punches displays all punches received from
the time clocks or iSeries terminals (only for employees
clocking in & out). Employee Defaults displays a window

Audit trail

Hours summary
Punches
Defaults

showing the default code assignments from the
Employee Master File.

13



Time Records

Time Records

Viewing & Verifying an Employee’s Time Records

Before approving a staff’s time records, it will be necessary to first view
and verify the records. Timekeepers and Supervisors are responsible for
viewing each employee’s timecard every pay period and verifying that it is
correct. Overtime should be reviewed and leave usage should be
compared to the approved leave requests to ensure accuracy.

1. From the Genie View double click on the employee whose timecard you wish to
view, or click on their name to highlight the row then click on Timecard.

Timecard Accruals | View Jobs

Genies Genie HOURS SUMMARY Show TEST v
Position to ﬂ Time Period Current Pay Period
Actions + Timecard » Accruals + GroupEdit  Previous  Next
TOTAL
BASE OVERTIME/ REGU AUTONMATIC
HOURS PAID LEAVE UNPAID HOL SHIFT DIFF LAR MISSING CLOCK APPROVAL
MName Employee # WORKER HOURS HOURS WORKED JON CALL HOURS PUNCH ouT LEVEL

BUNNY, BUGS 11111 64.00 16.00 .00 3.00 .00 80.00 0
DEVIL, TASMANIAN 13 80.00 16.00 .00 .00 46.00 88.00 2
DUCK, DAFFY 14 72.00 8.00 .00 4.50 5.00 80.00 0

Result: The Employee Time Card screen will display.

Note: To view and verify records for all employees, click on Action,
Select all employees on page and then Timecard. This will allow
you to navigate through all your employee time cards.

2. If any changes were made, select Save to save the changes. Then select
Return to return to the previous window. NOTE: Do not use the internet
explorer back button to navigate in Kronos as it will cause errors. Always use
the Return button to navigate.

14



Time Records

Viewing Time Record Comments

Functionality is available for timekeepers and managers to add comments to time
records. Example: Documenting why overtime was worked, the reason for leave
time, etc.

It is important comments are recorded on employee time records correctly as there
are agency reports which depend on them. If you have an employee who is
working Mandatory Overtime or Voluntary Overtime, please be sure the MOT or VOT
code is the first comment entered for that time. Overtime reports only look at the
first line of comments entered so those codes must be on the first line to run
correctly. Keep this in mind when entering any comments. Vital information should
always be entered into the first line of comments. Additional lines of comments will
still be archived in Kronos for reference, but will not appear on overtime reports.

1. From the Genie View, double-click on the employee’s hame.

Genies Genie HOURS SUMMARY Show TEST -
Position to ﬂ Time Period Current Pay Period
Actions - Timecard - Accruals - Group Edit « Previous Next
TOTAL
BASE OVERTIME/! REGU
HOURS PAID LEAVE UNPAID HOL SHIFT DIFF LAR

MName Employee # WORKER HOURS HOURS WORKED ION CALL HOURS
BUNMY, BUGS 11111 G4.00 16.00 .00 3.00 .00 20.00
DEVIL, TASMANIAM 13 80.00 16.00 .00 .00 45.00 88.00
DUCK, DAFFY 14 T72.00 8.00 .00 450 5.00 80.00

Result: The Employee Time Card screen will display. A letter C in the Notes
column indicates the employee has added comments to their time record.

2. If there are any comments on the employee’s timecard, they will appear below
the day they apply to.

Timecard

Hame & ID/Badge DUCK, DAFFY

14/ 14

Position to date ||

Return Select -

Day
[ | Monday

. | Tuesday
=
L | Wednesday

M | Thursday
:}‘ Friday

g co
Actions «

Actual
In Date

121911
1212011
12i2111

View -
Actual
In Time

6:30
6:30
6:20

New

Comments-Timecard
1212211
1202311

6:20
0:00

Comments-Timecard

Time Period 12/19/11 0:00 - 1/01/12 23:59

Punch =
Actual
Out Time

15:00
15:00
20:00

Options

Punch Hours
8.00
8.00
12.50

Pay Code

VOT
15:00 8.00
8.00 5P1

Home with sick child

Scheduled
Hours

Approval

Shift Code Shift Hours Level

1 2.00 0
1 8.00 0
1 12.50 0
1 2.00 0
1 2.00 0

MNotes

AC

3. To add a comment, select the View Menu, Open Timecard option. You can
now type a new comment into the box directly below the applicable date. You
may also select between standard comments by clicking on the magnifying glass.

15



Time Records

Comments-Employee Testing
Wednesday a2 | ooo | 800 | 800 a1 Q| 8o |
Comments-Timecard Q|
Thursday ansi2 23 | 000 500 200 o+ Q] 8.00
Comments-Timecard arking off-site g
—

4. Click Save to save any changes you made.

5. If you wish to hide the comments, select the View Menu, Hide/Show
Comments option. All comments will now be hidden so you only see the days

and hours.
6. Click Return to exit the screen.

16




Time Records

Adding an Employee Time Record

Adding Leave Time

1. From the Genie View highlight the employee whose timecard you want to view.

2. Select Timecard in the menu bar (or) double-click on the employee.

Timecard Accruals | View Jobs
Genies Genie HOURS SUMMARY Show TEST -
Position to|:| Time Period Current Pay Period
Actions « Timecard = Accruals « Group Edit = Previous Next
TOTAL
e BASE OVERTIME/! REGU
HOURS PAID LEAVE UNPAID HOL SHIFT DIFF LAR
Name Employee # WORKER HOURS HOURS WORKED JON CALL HOURS
BUNNY, BUGS 11111 64.00 16.00 .00 3.00 .00 20.00
DEVIL, TASMAMIAN 13 280.00 16.00 .00 .00 46.00 88.00
DUCK, DAFFY 14 72.00 a.00 .00 450 5.00 20.00
Result: The Employee Time Card screen will display.
3. Click New.
Timecard | Accruals | View Jobs
Timecard Name & IDiBadge DEVIL, TASMANIAN 13 /987654321
positontodate| | El B Time Period 12/19/11 0:00 - 1/01/12 23:59
Return Select =  Actions vGeD View + Punch =  Options -
Actual Actual Actual
Day In Date In Time Out Time Punch Hours Pay Code Shift Code
| | Tuesday 122011 6:30 15:00 8.00 1
L | Wednesday 1212111 6:30 15:00 8.00 1
Result: The 7imecard Entry screen displays.
Timecard Name & ID/Badge DEVIL, TASMANIAN 13 / 987654321
Time Period 12/19/11 0:00 - 1/0112 23:59
Save Return
ClockIn ClockIn Clock Qut Clock Qut Total Pay
Hours type Date Time Date Time Hours Code Comments
Actual Nerznt S (oo || | &8 | N800 | [vac ] (Day off )
Rounded 12/22/11 0:00 2.00
Scheduled
SecBus Un % Daily Rule gl Apply Meal | Break Rules @ Mone ) Meal ) Break
Supenvisor g Shift gl Automatic Deduction .00
Bus Unit Q [ Force New Shift Cancel Meal  Mone -
Subsidiay | |G Override Status  Time record is transaction =
Job Code Ql
Bargaining || Q)

17




Time Records

4. Enter the Clock In Date (date to be added), Total Hours, Pay Code (SP1,
SP2, VAC, CTU, etc.), and Comment (reason for absence). Leave the Clock In
Time, Clock Out Date and Clock Out Time fields blank. A complete listing of Pay
Codes can be found in the Training Documents section of the Kronos website.

Note: To create multiple time records, go to the Days to Add field in the
middle of the menu and enter the number of days you wish to add. A 2-week
pay period would be 14 days.

Note: To skip certain days (such as Saturday & Sunday), enter a 6 to designate
Sunday and enter a 7 to designate Saturday.

Days to Add |14 Skip Days |6 7

5. Select Save
Result: The Employee Time Card screen displays with the added time record.

6. Select Return to return to the Genie View.

Note: QUARTER-HOUR INCREMENTS AND ROUNDED TIME
Employees must report work and leave time in quarter-hour increments rather
than in actual minutes.

15 minutes = 0.25 hours
30 minutes = 0.50 hours
45 minutes = 0.75 hours
60 minutes = 1.00 hours

Since time must be recorded in quarter-hour increments, employees will need to
round their work and leave time to the closest quarter-hour. For example:

7:53 AM. - 8:07 A.M. = 8:00 A.M.
8:08 A.M. —8:22 A.M. = 8:15 A.M.
8:23 AM. - 8:37 A.M. = 8:30 A.M.
8:38 A.M. — 8:52 A.M. = 8:45 A.M.
8:53 A.M. - 9:07 A.M. = 9:00 A.M.

18



Time Records

Adding Work Time

1. From the Genie View highlight the employee whose timecard you want to view.

2. Select Timecard in the menu bar (or) double-click on the employee.

@Accruals | View Jobs

Genies Genie HOURS SUMMARY Show TEST -
Position to I} Time Period  Current Pay Period
Actions « Timecard « Accruals « Group Edit Previous Hext
TOTAL
» BASE QVERTIME/ REGU
HOURS PAID LEAVE UNPAID HOL SHIFT DIFF LAR
Mame Employee # WORKER HOURS HOURS WORKED JON CALL HOURS
BUNNY, BUGS 11111 54.00 16.00 .00 3.00 .00 £0.00
DEVIL, TASMANIAN 13 80.00 16.00 .00 .00 46.00 88.00
DUCK, DAFFY 14 72.00 8.00 .00 450 5.00 80.00
Result: The Employee Time Card screen will display.
3. Click New.
Timecard | Accruals | View Jobs
Timecard Hame & IDiBadge DEVIL, TASMANIAN 13 /987654321
Position to date il co | Time Period 12/19/11 0:00 - 1/01/12 23:59
Return Select »  Actions v View » Punch =  Options =
Actual Actual Actual
Day In Date In Time Out Time Punch Hours Pay Code Shift Code
B3 | Tuesday 12120011 §:30 15:00 8.00 1
B3 | wednesday 12421111 6:30 15:00 8.00 1

4. Enter the Clock In Date (work date), Clock In Time, Clock Out Date, Clock
Out Time, and Comments. Leave the total hours and pay code boxes BLANK.

Note: Times should be the exact times the employee clocked in and out for their

shift.

Note: To create multiple time records, go to the Days to Add field at the
bottom of the screen and enter the number of days you wish to add. A 2-week
pay period would be 14 days.

Note: To skip certain days (such as Saturday & Sunday), enter a 1 to designate
Sunday and enter a 7 to designate Saturday.

Days to Add: |14

Skip Days: Il_ I?_
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5. Select Save.

Result: The Employee Time Card screen displays with the added time
record(s).

6. Select Return to return to the Genie View.
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Editing an Employee’s Pay Code(s) and/or Hours

Before approving an employee’s time records, it might be necessary to edit a time
record. Examples, employee had unpaid time entered and later submitted a doctor’s
note to use sick leave.

A timekeeper or manager can make any changes needed until HR approves the time
records. Once HR approves it, the manager will no longer be able to make edits to
those records. HR will need to be contacted for corrections.

1. From the Genie View highlight the employee whose timecard you want to view.

2. Select Timecard in the menu bar (or) double-click on the employee.

Timecard )| Accruals | View Jobs

Genies Genie HOURS SUMMARY Show TEST -
Position to ﬂ Time Period Current Pay Period

Actions = Timecard = Accruals « Group Edit « Previous Next

TOTAL
BASE OVERTIME/ REGU
HOURS PAID LEAVE UNPAID HOL SHIFT DIFF LAR
Name Employee # WORKER HOURS HOURS WORKED 10N CALL HOURS
BUNNY, BUGS 111 56.00 16.00 8.00 3.00 .00 80.00
DEVIL, TASMANIAN 13 80.00 16.00 .00 .00 46.00 88.00
DUCK, DAFFY 14 72.00 2.00 .00 450 5.00 20.00

Result: The Employee Time Card screen will display.

3. Select View, Open Timecard. This will open the timecard so you can now edit
hours directly on the timecard view.

Timecard | Accruals | View Jobs
Timecard Name & ID/Badge BUNNY, BUGS 11111711111
Position to date | il co | Time Period 1211911 0:00 - 1/01112 23:59

Return  Select + Actions + MNew View v Punch ~ Options =

Actual Scheduled Approval
Day In Date ch Hours Pay Code Shift Code Shift Hours Hours Level
B3 | monday 1201911 0:0( ' .00 UNP 1 8.00 0
Comments-Timecard Show or doctor's nate
5,3 Tuesday 1212011 6:30 15:00 8.00 1 8.00 0
53 Wednesday 122111 6:30 18:00 11.00 1 11.00 0

4. Locate the date and field you wish to edit. When you click in the box you want
to edit it will be highlighted (Pay Code in this example). Type in the new pay
code you wish to use (ie. SP2) and enter a new comment explaining why the
record is being edited.
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Timecard | Accruals | View Jobs

Timecard Name & ID/Badge BUNMNY, BUGS 11111711111
Positiontodate| | i EEM Time Period 12119111 0:00 - 1101112 23:59
Save Return Select = Actions = Hew View Punch = Options
Actual Actual Actual Scheduled Approval
Day In Date In Time Qut Time Punch Hours Pay Code Shift Code Shift Hours Hours Level
Monday 12191 ER | 000 8.00 UNP I Q|1 Q) 8.00 0
Comments-Timecard Q)
Comments-Timecard Unpaid - no leave slip or doctor's note g]
| Tuescay 12201 | e30 | 1500 | s00 | a1 Q[ s | | 0
Comments-Timecard Ql

Note:

Pay code and hour edits are the only ones that can be made right on this

screen.
Timecard | Accruals | View Jobs
Mmecard Name & ID/Badge BUNNY,BUGS 11111/11111
posiiontodate| | | EH] Time Period 12/19/110:00 - 1101112 23:59
Save Return Select = Actions - HNew View = Punch = Options «
Actual Actual Actual Scheduled Approval
Day In Date In Time Out Time Punch Hours Pay Code Shift Code Shift Hours Hours Level
Monday 1zrent ] | 000 £.00 sP2 Q| 1 qQJ 8.00 0
Comments-Timecard Q)
Comments-Timecard Unpaid - no leave slip or doctor's note g
Comments-Timecard Submitted doctors note; adjust to sick Q)
| Tuesday 122011 [ | &30 500 | 00 a1 Q| s |0
Comments-Timecard al

5. Select Save to save the changes.

6. Select Return to return to the previous window.

Note: Selecting Return
saving your changes.

before saving will return you to the Genie View without

Note: Select View, Close Timecard to return to a view only option.
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Coding Overtime to be Paid or Comp Time

Facility employees are defaulted to code their overtime hours to be paid out (OVT).
Employees may submit a request to have their overtime hours issued as comp time.
They may only make one election for the whole pay period. If they request to have
overtime issued as comp time then all overtime for that pay period will be issued as
comp time. Procedures to change OVT to CTO or vice versa:

1. On their timecard, find the day where the overtime calculation occurred.

2. Highlight that record and double click to edit record. Or, highlight the record and
click *Actions’ > ‘Edit Record’. The edit screen will appear.

Save Return Select »  Actions - New View « Punch Options

Edit Actual Actual
Day — In Time Qut Time Punch Hours

B3 | Monday oy DEELE = 0:00 2:00 2.00
Breakdow -

B3 | Tuesday Pz B |22 0:00 2:00 3.00
Exceptions -

B3 | wednesday 2124 i 0:00 8:00 8.00
Approve -

B3 | Thursday 0 i 0:00 10:00 10.00

B3 | Friday 0212 i 0:00 10:00 10.00

3. On the edit screen, click on the drop down box next to ‘Override Status’. Select
‘Time record is a transaction’, then click ‘Save’ in the upper-left hand corner of
the menu.

Save Return

Clock In Clock In Clock Qut Clock Out Total Pay
Hours type Date Time Date Time Hours Code Comments
Actual 3r02112] ] |0:00 30212 10:00 10.00 Q)
Rounded 30212 0:00 M2 10:00 10.00

Scheduled

Bus Unit 25371089 _C‘.,J' Daily Rule | 401 _O.'J'

FTE 1.00 Q| Shift |1 Q)

Exempt N =

Sec Bus Un | S5254374800 _O.," Override Status ~ None -

None

Cwt punch is a transfer

In punch is a transfer
Both punches are transfers
Time record is transaction

Supervisor | 1658017

£

Job Code s72110

»

Subsidiary

L

COMMENTS

Timecard

4. The ‘Total hours to be distributed” menu will generate. This provides a
breakdown of how the hours are being distributed among various pay codes
(such as 8 BAS and 4.0 OVT).
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5. If the overtime hours show as OVT and the employee elected comp time, click in

the OVT box and type CTO instead.

Save Return
Day of Clock In Clock In Clock Cut Clock Cut
Week Date Time Date Time
Friday Joz2nz 0:00 Joz2nz 10:00
Total hours to be distributed 10.00
Pay Code Hours Pay Code Hours
Q Q
[ 19 [ ] [ 19 [ ]

6. Press enter to save the change.

7. On the employee’s timecard, you will now see *MULT in the pay code column for
the date you made the change. This is indicating that and edit was made to that
record and the edit involved multiple pay codes.

Save Return Select »  Actions - Hew View Punch - Options

Actual Actual Actual

Day In Drate In Time: Out Time Punch Hours Pay Code

E3 | Monday 2/2TM2 = 0:00 2:00 8.00 qj
B3 | Tuesday 2(28/12 = 0:00 200 2.00 Q|
B3 | wednesday 2/29/12 = 0:00 200 8.00 Q|
B3 | Thursday 30112 = 0:00 10:00 10.00 Q|
B3 | Friday 30212 = 0:00 10:00 10.00 *MULT Q|

8. Repeat this procedure on each week that the overtime designation needs to be
changed.

9. Select Save to save the changes.

10

. Select Return to return to the previous window.
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Inserting or Deleting a Punch

There may be an occasion to insert a punch or delete one. This would occur if the
employee forgot to clock in or out, or they clocked in or out twice causing an extra

punch on the timecard.

1. From the Genie View highlight the employee whose timecard you want to view.

2. Select Timecard in the menu bar (or) double-click on the employee.

Timecard | Accruals | View Jobs
GeNig Genie HOURS SUMMARY Show TEST -
Position to ﬂ Time Period Current Pay Period
Actions « Timecard « Accruals = Group Edit « Previous Next
TOTAL
BASE OVERTIME/ REGU
HOURS PAID LEAVE UNPAID HOL SHIFT DIFF LAR
Name Employee # WORKER HOURS HOURS WORKED JON CALL HOURS
BUNNY, BUGS 11111 56.00 16.00 8.00 3.00 .00 80.00
DEVIL, TASMAMIAN 13 80.00 16.00 .00 .00 46.00 88.00
DUCK, DAFFY 14 72.00 8.00 .00 4.50 5.00 80.00

Result: The Employee Time Card screen will display.

Note: If the employee missed a punch, you will see a red ‘A’ in the Actual Out
Time. This indicates that you need to insert a punch. If the employee
accidentally punched in twice in a row you will notice the clock times do not align
with their normal schedule.

Timecard | Accruals | Wiew Jobs

Timecard

Position to date

i) co |

Name & ID/Badge BUMNY, BUGS 11111711111
Time Period 121911 0:00 - 1/01/12 23:59

Return Select = Actions - New View - Punch = Options «
Actual Actual Actual
Day In Date In Time Qut Time Punch Hours Pay Code
n Monday 121911 6:30 15:00 5.00
B2 | Tuesday 12/20/11 5:30 14.00
u Wedneasday 122111 6:30 18:00 11.00

Shift Code
1
1
1

3. Click Punch, Insert Punch.

Timecard
Position to date 3 E]
Return Select - Actions «
Actual
Day In Date
B2 | monday 12019111
B3 | Tuesday 12420111
B3 | wednesday 1202111

New

Hame & ID/Badge BUNNY, BUGS 11111/11111
Time Period 1211911 0:00 - 1/01/12 23:59

View - Punch - Options -
In Time Hours Pay Code
630 Delete punch 0
6:30 A 14.00
6:30 18:00 11.00
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4. Enter the date and time the punch should have occurred. You must enter the
exact time the punch should have occurred.

Timecard Name & ID/Badge BUNNY, BUGS 14111/ 11111

Time Period 121911 - 1/01/12

=
\Save> Return

Insert Date & Time | 122011 |E@

[7] Transfer

Pay Code I:I Q

Daily Rule Q)

Comment | |
Shif Q|

Sec Bus Un Q)

Supenvisor Q)

Bus Unit Q|

subsigiay | Q)

2

JobCode  |I76212 Q)
VRProfile  |EMPLOYEE |

5. Click Save or press Enter.

6. You will receive a warning message. Click Save or press Enter a second time to
bypass this message.

Timecard Name & ID/Badge BUNMNY, BUGS 11911711111

Time Period 12/19/11 - 10112
u Warning! Out Punch - All Labor Information will be lgnored.

Save

Insert Date & Time E 15:00

Return

Result: The timecard will now be updated to include the punch you entered.

Timecard Name & ID/Badge BUNNY, BUGS 11111/11111

Positiontodate[ | Time Period 12/19/11 0:00 - 1/01/12 23:59

Return  Select v Actions v New View v Punch v  Options v

Actual Actual Actual
Day In Date In Time OutTime | PunchHours |  Pay Code Shift Code | Shift Hours

2 | wonday 1211911 6:30 15:00 8.00 1 8.00
3 | Tuesday 12/20/11 6:30 15:00 8.00 1 8.00
Wednesday 1221111 6:30 18:00 11.00 1 11.00
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Deleting a Time Record

The majority of time records will be corrected through the edit process. However,
some records may require deleting. Example: Timekeeper accidentally enters leave
on the incorrect day. The time record needs to be deleted so it can be entered on

the correct day.

1. From the Genie View highlight the employee whose timecard you want to view.

2. Select Timecard in the menu bar (or) double-click on the employee.

@I Accruals | View Jobs
Genies Genie HOURS SUMMARY Show TEST -
Position to ﬂ Time Period Current Pay Period
Actions « Timecard « Accruals = Group Edit « Previous Next
TOTAL
BASE OVERTIME! REGU
HOURS PAID LEAVE UNPAID HOL SHIFT DIFF LAR
MName Employee # WORKER HOURS HOURS WORKED 10N CALL HOURS
BUNNY, BUGS 11111 56.00 16.00 8.00 3.00 .00 80.00
DEVIL, TASMAMNIAN 13 80.00 16.00 .00 .00 46.00 88.00
DUCK, DAFFY 14 72.00 8.00 .00 4.50 5.00 80.00

Result: The Employee Time Card screen will display.

3. Click on the row you wish to delete so it is highlighted. Select Actions, Delete.

Timecard
Position to date il co |
Return Select - Actions « Options
Actual
Day Out Time Punch Hours Pay Code Shift Code Shift Hours
ﬂ Monday 8.00 SP2 1 3.00
) Unpaid - no leave slip or doctor's note
Exceptions
Approve rd Submitted doctor's note; adjust to sick
m Tuesday 6:30 15:00 8.00 1 a.00
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Result: The Delete Selected Row(s) confirmation screen will display.

4. Select Yes.

Delete selected row(s)?

Col ent

El E

Result: The Employee Time Card screen will display with the selected time
record deleted. (12/19 date from above is deleted in example below).

Timecard | Accruals | View Jobs

Timecard Hame & IDiBadge BUNNY, BUGS 11111711111

Position to date 7 I Time Period 12/19/11 0:00 - 1/01/12 23:50
Return Select = Actions - New View = Punch « Options «
Actual Actual Actual

Day In Date In Time Cut Time Punch Hours Pay Code Shift Code Shift Hours
n Tuesday 1212011 6:30 15:00 8.00 1 8.00
n Wednesday 122111 6:30 18:00 11.00 1 14.00

Comments-Timecard MOT

m Thursday 1212211 0:00 8.00 VAC 1 8.00

Note You may also delete the record by clicking on the X to the left of the Day.
Day
E Tuesday
This step will also require you to confirm the deletion of that row.
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Approving Time Records

After you or the timekeeper has viewed and verified your employee’s time records,
supervisory approval of the records will be necessary. Once this approval process is
complete, HR will also go through an approval process with these time records.
After HR approval changes cannot be made to the time records unless you contact
HR.

Supervisor approvals in Kronos are the supervisor’s certification that the information
is @ complete and accurate record of hours worked and leave taken by the
employee. By clicking the approve button on the Genie view or the Time Editor
view, the supervisor electronically signs the selected records just as if he/she placed
a personal signature on a paper copy of the employee’s time card.

1. From the Genie View, single-click each employee listed to highlight their row,
(or) click on the Actions Menu, Select all employees on page option to select
all the records.

Note: The selected records will be highlighted. This will be a helpful tool to
verify you are approving the record(s) you intend to approve. If you select an
incorrect record, single-click again to deselect the record.

2. Select Group Edit, Approve Selected
|

Genies Genie HOURS SUMMARY Show TEST -
Position to ﬂ Time Period Current Pay Period
Actions = Timecard « Accruals - Group Edit revious Next
TOTAL
OVERTIME! REGU
HOURS PAID LEAVE UMNPAID HOL SHIFT DIFF LAR
Name Employee # WORKER HOURS HOURS WORKED JOM CALL HOURS

BUNNY, BUGS 11111 56.00 16.00 .00 3.00 .00 72.00
DEVIL, TASMANIAM 13 80.00 16.00 .00 .00 46.00 88.00
DUCK, DAFFY 14 72.00 8.00 .00 450 5.00 80.00

Result: The code in the APPROVAL column will change to a 2 or 3. You must
make sure all employees have a level 2 or 3 in the Approval column at the end of
the pay period.

Note: The Approve All function can be selected to approve all records without
selecting individual records.

Note: Time records can also be approved from the Employee Time Card screen
by selecting the appropriate time records, then selecting Actions, Approve.
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Changing Approved Time Records

If you have approved a time record by mistake or need to make a change to an
approved time record, you can edit it as long as it has not been approved at a level
higher than your own. Timekeepers and managers cannot unapprove records that
have already approved by HR (level 4). Corrections needing to be made after cut-
off will need to be coordinated with HR.

1. From the employee’s time record, select the record to unapprove.

2. Select the Actions Menu, Edit option (or) double-click on the time record.
/

Timecard

Position to date :__j E]

Name & ID/Badge DUCK, DAFFY 14114
Time Period 12/19/110:00 - 1/0112 23:59

Return  Select +  Actions «

ew View + Punch + Options =
Edit Actual Actual Scheduled Approval
Day = In Time OutTime | Punch Hours Pay Code Shift Code Shift Hours Hours Level
B | vonday Delete 630 15:00 2.00 1 2.00 2
Breakdown . .
ﬂ Tuesday 6:30 15:00 8.00 1 8.00 2
Exceptions
ﬂ Wednesday _ 6:30 20:00 12.50 1 12.50 2
Apnrove

3. Make any necessary changes to the time record. Select Save on the Detail Time
Edlitor screen.

Timecard Name & ID/Badge DUCK, DAFFY
\ Time Period 12/19/11 0:00 - 1/01
Save Return
ClockIn Clock In Clock Qut Clock Qut Total
Haurs type i Date Time Date Time Hours
Actual 121191 1R | R 121 | 25 [15:00 8.00
Rounded 12119111 6:30 12/19/11 15:00 8.00

Scheduled

Result: The employee’s time card will be updated and display with the AP code set
back to 0. The supervisor will need to re-approve the time record after the change.

Timecard Hame & ID/Badge BUNNY, BUGS 11111/11111

Position to date | :____ﬂ m Time Period 121811 0:00- 1/0112 23.59

Return Select v Actions v New View v Punch v  Options «

Actual Actual Actual Scheduled Approval
Day In Date In Time Out Time Punch Hours Pay Code Shift Code Shift Hours Hours evel
ﬁ Tuesday 12120011 6:30 15:00 8.00 1 5.00 0
a Wednesday 1212111 6:30 18:00 11.00 1 11.00 2
Comments-Timecard MOT
m Thursday 122211 0:00 8.00 VAC 1 8.00 2

4. Selecting Return will exit the screen.

30



History & Reports

Creating & Printing Reports

Reports

Managers will be able to produce two different types of reports for their
employees. Reports are generated as PDF documents and are available on a
Report List to view, save and/or print at any time. When you no longer need the

report, you can delete it from your queue.

Inquiries & Reports:

View History — Allow you to view the employee’s Genies
timecard history. Click to highlight the row of the

employee you wish to view, then go to Timecard, Achoms ~ Tanecard = Aco

View History. This provides a full listing of all
historic timecards. To jump to a specific date, type
the date into the Position to date box. N

Wiew History

Timecard Filter

1l

Punch Detail Report — Creates a list of an
employee’s daily time records showing hours,

pay codes and labor information for each
record. You can run this report by going to
Reports, Timekeeping, then Punch Detail.

Timekeeping »
URS SUMMARY

Punch Detail

Timecards

This report may be run on a single employee or on a group of employees. It can
also be run on all time records or just certain time records. For example, you
could run this report on just sick leave used records for an employee. The report
would then provide you a listing of the dates the employee used sick leave. This
report can be run with a variety of different data selections to provide important

information to Managers.

. . . Punch Detail Report
Upon entering this report, Kronos provides an

option for Exceptions Only. You will not be
setting exceptions so this box should be left
unchecked. —

Run

Reporttype @ Detail

> || Exceptions Only

71 Summary
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Time Card Report — Creates a complete time card for an employee showing
the hours, pay codes and labor information for each time record. You can run
this report by going to Reports, Timekeeping, then Timecards. This report may
be run on a single employee or on a group of employees. This report cannot be
run on specific types of records like the -

REPORTS ¥ SETUP ¥

punch detail report. This report will

simply provide you with a time card for Timekeepind  »  pyncn Detai
the employee(s) and date range(s) you Timecards
choose. S

Printing a Punch Detail Report

1. Go to Reports, Timekeeping, and click on Punch Detail.

Result: The applicable Report Name screen will display. (This example is
the Punch Detail screen.)

Punch Detail Report

Run

Reporttype @  Detail o Summary

[[1  Exceptions Only

Show Pay Code Totals for Labor Level -

Include time ' Approved ) Un-Approved @ Both

Attestation & Approved 0 Rejected ) Un-Attested @ Al
Manually Posted Records ) Include @ Exclude & Only

Sort by Home or Worked field @ Home 0 Worked

[ Show Employees with no hours

[Tl Include Monetary Adjustments

Sort option Mumeric by Employee Number = []  Page break by sort option
[Tl Include Deleted Employees
Special Event Q)

[T Include Select, Pullback, and Edit adjustment entries
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2. On the top half of the page, leave all fields as is with the defaults that appear
below. You may elect to change the Sort option or Page break by sort

option if desired.

Punch Detail Report

Run

Reporttype @  Detail
Exceptions Only

Show Pay Code Totals for Labor Level

Show Employees with no hours

Include Monetary Adjustments

Sort option
Include Deleted Employees

Special Event 4|

Summary

Include time Approved Un-Approved @ Both

Attestation Approved Rejected Un-Attested a Al
Manually Posted Records Include @ Exclude Only

Sort by Home or Worked field @ Home Worked

Mumeric by Employee Number =

Include Select, Pullback, and Edit adjustment entries

-

Page break by sort option

3. Scroll down to the Select Ranges section. Enter the date/time range you
want to run the report on. For example, if the employee’s annual
performance review is due on December 1%, you will need to run leave usage
from December 1% of last year to December 1% of the current year.

a. Dates: Dates must be entered in the MMDDYR formula without
slashes. For example, December 1%, 2013 would be 120113. You
may also use the magnifying glass to select a date from the

calendar.

b. Times: The ‘From’ time will always be 00:00 and the ‘To’ time will

always be 23:59.

4. Enter the ID number of the employee you want to run the report on or use
the magnifying glass to select the employee from the list.
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SELECT RANGES FROM TO
Date/Time 010113 |joo0 |G 123113 [[2359 |
Employee number W Q) I—‘ Q)
- E—
Time clocks |:| QJ |:| QJ
Sec Bus Un :l o] : Ql
N i - A—
ot Ja | a
N - R B
B e R E—
IVRProfile 4 14
saganng | & [ Q)

5. Scroll down to the bottom of the screen to view the Select Options.

Reports

a. In the select pay codes boxes, enter the pay codes you wish to
review. See the example below for reference.

Note: You should always include the pay codes for Sick and VAC but may
include other pay codes if applicable. Other codes may include FML for family

medical leave, LWOP for unpaid time, CTU for comp time used, etc.

SELECT OPTIONS FIRST

SECOND

Pay period rules

Schedule codes

Shift codes

Status codes

Pay Frequency

|
|
|
Group codes |
|
|
|

Pay types

Restriction codes |

Pay Codes [sP1

| | | Q)
Q| |}
Q| | &
Q| |}
Q| | Q
Q| |}
& | |}
Q| | ]
Q) [sr2 | Q)

Pay Codes |UNF'

Qe | Q

THIRD

VAC

el

[

3

LEAVE SELECTION FIELD BLANK TO INCLUDE ALL.

FOURTH

ReeRrRrlRrlrrRL

H

P

R 2

Punch Detail Report

Run

Reporttype @

Detail o Summary

[[]  Exceptions Only

6. Select Run at the top of the page to submit the report.
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Result: The View Jobs screen will display. Your report should be at the top
of the list with a status of submitted.

7. Refresh the screen with the Refresh button on the View Jobs screen until
the status reads Complete.

View Jobs Position to date | 2 E

ﬂ Your report has been submitted for processing

Return  Select +  Actions anrge Previous  Next

Description Type Status Date/Time Submitted DatelTime Started Date/Time Completed
Punch Detail Report JoB Submitted 9M3M3-10:10

8. Double-click the completed report to view it. It will open in a separate
window. The report will have a cover page with the values you ran the
report on. The results will display on the following pages with grand totals on
the final page.

Note: Selecting Return will exit the window.

9. If you wish to print the report, go to File, PRINT in the browser window

menu bar. /

Im Edit Goto Favorites Help /
MNew tab Cirl+T
Duplicate tab Ctrl+K /
New window Crl+N HHSS Production
Mew session PunCh Detail RepDI‘t
Open.. Ctrl+0 Selection Criteria
Edit
Save s “¥Inges: From: To:
Closeteb / ime Range: 1/01/13 0:00 12/31/13 23:59
Page setup.. Number: 8456789
Print... Ctrl+P mbe r:
Send 3 cks .
Import and export... U n:
Properties or:
Work offline .
Exit ry:
Job Code:
IVRProfile:
Bargaining:
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Printing a Timecard Report

1. From the Navigation Pane, select Reports, Timekeeping, and click on

Timecards.
Result: The 7imecard Report screen will display.

2. Enter the applicable From and To date(s).

3. Type in the Employee Number (or) select it from the Employee List.

Timecard Report

Run

Hourstouse @  Actual ) Rounded
[7]  show Employees with no hours
Sort option Mumeric by Employee Number [71 Page break by sort option

[T Include Select, Pullback, and Edit adjustment entries

SELECT RANGES FROM TO
DatelTime [ I 18 [ |
Employee number |:| E l:l g
Badge
Time clocks I - [«
Bus Unit [ J& [ 1«
FTE [ 1§ [ 1«
Exempt [ J& [ ]
SecBus Un [ J&a [ ]4
Supenvisor |:| QJ l:l QJ
Job Code I:I E l:l g
Subsidiary [ - L 1g

LEAVE SELECTION FIELD BLANK TO INCLUDE ALL.

SELECT OPTIONS FIRST SECOND THIRD FOURTH
Pay period rules |:| E | | gl | | gl
Schedule codes |:| 4 | | QJ | | QY
Shift codes [ &l | |Ql | | Q)
Group codes [ 14 | |al | | &
Stauscodes | | Q] | Q| | Q
PayFrequency | | Q] | Q) | =Y |Ql
Pay types [ Ja | |q | |Ql
Restricioncodes | | Q) | |al | | Q)

Note: Additional restrictions can be selected if needed.

4. Select Run.
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Result: The View Jobs screen will display with the time card in Submitted
status.

5. Select the Refresh button until the status reads Completed.

Timecard | Accruals | View Jobs

View Jobs Position to date = E
Return Select +  Actions »  Refresh Purge Previous Next
Description Type Status Date/Time Submitted Date/Time Started DateTime Completed
Timecard Report PDF Completed 9M1313-10:14 9/13/13-10:14 9M13M13-10:14
Punch Detail Report PDF Completed 9M1313-10:10 9/13113-10:10 933 -1011
6. Double-click on the report to open the pdf file.
7. Select the Print icon to print the Time Card report.
@ http:'_'lﬂJ_Q‘Nl:SGGBG /kronos/pdf/ AAMGRTEST20130913101420684000684000CLK325CL P~ X M @1{]‘;334‘1 X
Edit Goto Favunte/ Help
MNew tab Ctrl+T
Duplicate tab Ctrl+K -
epomtes Cirl+N HHSS Production CLK325
New session Timecard Report
Open... Ctil=0 Selection Criteria
Edit
i‘;““; CC:"*\; nges: From: :
et "% lime Range: 1/01/13 0:00 /13 23:59
foockcty Number: 11111
Print... Ctrl+P mbe r-
Send cks:
Import and export... Un .
Properties or:
‘Work offline .
Exit
Job Code:
IVRProfi
Bargaji

8. Select X (Close) from the browser window bar to close the report and return
to the Report Run Status screen.

9. Select Return to return to the 7imecard Report screen, or click Home to
return to your main Genie view.
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Reports

Reports Queue

Reports that have been submitted are stored in a Print Queue. They will retain
in your Queue for viewing, and printing as long as the report hasn’t been
deleted. Reports may occasionally be purged if size restrictions require it. It is
recommended that you save reports to your computer if you want to keep them
for any length of time.

1. From any page select View Jobs.

KRONOS

MY VIEWS ¥ REPORTS ¥

Timecard | Accruals | View Jobs

Genies Genie HOURS SUMMARY Show TEST -

Position to l:l m Time Period Current Pay Period

Actions = Timecard =  Accruals « Group Edit = Previous Next
e BASE OVERTIME!/
HOURS PAID LEAVE UMNPAID HOL
Name Employee # WORKER HOURS HOURS WORKED
BUNNY, BUGS 11111 56.00 16.00 .00 3.00
DEVIL, TASMANIAN 13 30.00 16.00 .00 .00
DUCK, DAFFY 14 72.00 8.00 .00 450

Result: The View Jobs screen will display.

2. Double-click on the completed report you wish to view or print.

LOoguUT | HOME | HHSS Frooucion

KRONOS- e ——————————— ‘Your Demao expires in 15
MY VIEWS ~ REPORTS ¥
Timecard | Accruals | View Jobs
View Jobs Position to dalel:| i) m
Return Select « Actions Refresh Purge Previous Next

Description Type Status Date/Time Submitted Date/Time Started Date/Time Completed
Timecard Report FDF Completed 91313 -10:14 91313-10:14 9M13M132-10:14

Punch Detail Report PDF Completed 91313 -10:10 9M1313-10:10 9M1313-10:11

Result: The report will display as a PDF file.

3. If you want to print the report, select File, then Print from the browser
window menu.
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Appendix C

Exiting KRONOS

1. Exit KRONOS by clicking Log Off in the upper right hand corner of the

screen. /

LogOff | Home | HHSS Production | MyProfile | Help
— Your Demao expires in 15 days

Result: The Log On screen will display.

2. Close the browser window and you will now be fully exited from Kronos.
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